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COLLABORATIVE MANAGEMENT OF 
ACTIVITIES OCCURRING DURING THE 

LIFECYCLE OF A MEETING 

BACKGROUND 

[0001] Many types of software tools exist that allow for the 
scheduling of meetings. For instance, many personal infor 
mation manager programs provide calendaring functionality. 
Through this functionality, a user can create meetings on a 
calendar, invite other users to the meeting, and schedule time 
on the calendars of the other users for the meeting. Meeting 
invitees can accept, decline, or suggest a neW time for the 
meeting. 
[0002] While current software tools provide a great deal of 
functionality for scheduling meetings, these tools provide 
little if any functionality for managing activities that occur 
during the entire lifecycle of a meeting. The lifecycle of a 
meeting refers to the time prior to the meeting, during the 
meeting, and after the meeting. For instance, using current 
softWare tools, a user may create a meeting agenda prior to a 
meeting that identi?es one or more topics for the meeting. 
During the meeting, one or more users may take notes on the 
meeting. After the meeting, one or more users may create a 
summary of the meeting. Current softWare tools provide little 
if any functionality for managing these activities. 
[0003] Using current softWare tools, activities that occur 
during the lifecycle of a meeting are commonly performed 
independently by each of the meeting participants. This can 
result in signi?cant duplication of effort by the meeting par 
ticipants. For instance, tWo meeting participants may inde 
pendently create an agenda or a summary for a meeting. 
Moreover, in order to collaborate on these activities, it is often 
necessary for the meeting participants to utilize electronic 
mail (“e-mail”) or another type of communication to transmit 
documents re?ecting the meeting activities. For instance, a 
meeting participant may create a meeting agenda and e-mail 
the agenda to the other participants. The other participants 
may then modify the agenda and e-mail the modi?cations. 
This process can lead to large numbers of e-mail messages, to 
dif?culty in incorporating the changes made by each partici 
pant, and even to confusion in identifying the most current 
version of a document. There is also currently no convenient 
Way to store documents re?ecting the activities occurring 
during the lifecycle of a meeting in a common location that is 
convenient for all meeting participants to access. 

[0004] It is With respect to these considerations and others 
that the disclosure made herein is presented. 

SUMMARY 

[0005] Technologies are described herein for collaborative 
management of activities occurring during the lifecycle of a 
meeting. In particular, a collaboration program is described 
herein that includes functionality for collaborative manage 
ment of activities occurring during the entire lifecycle of a 
meeting. For instance, in one embodiment, meeting partici 
pants can collaborate on the creation of a meeting agenda 
prior to the occurrence of a meeting, can independently take 
and exchange meeting notes during a meeting, and can col 
laboratively generate a meeting summary folloWing the meet 
ing. Through the use of synchronization functionality pro 
vided by the collaboration program, the meeting agenda, 
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meeting notes, and meeting summaries are synchronized to a 
shared Workspace accessible to each of the meeting partici 
pants. 
[0006] According to one aspect presented herein, a collabo 
ration program is provided that includes functionality for 
storing documents and other content in a shared Workspace. A 
shared Workspace is a local or distributed storage location for 
storing documents and other content. Through the collabora 
tion program, the documents and other content in a shared 
Workspace are made available to groups of users of the col 
laboration program for vieWing and modi?cation. For 
instance, a group of users may collectively utilize a shared 
Workspace to collaborate on a project. The collaboration pro 
gram also includes functionality for synchronizing changes 
made to documents or other content stored Within the shared 
Workspace to all of the members of a group. 
[0007] According to other aspects, the collaboration pro 
gram includes functionality for collaborative management of 
activities occurring during the lifecycle of a meeting. For 
instance, in one embodiment, the collaboration program 
includes functionality for scheduling a meeting With other 
users of the collaboration program (referred to herein as 
“meeting participants”). Once a meeting has been scheduled, 
activities occurring prior to the meeting can be collabora 
tively managed through the use of functionality provided by 
the collaboration program. As an example, the collaboration 
program may provide a user interface and associated func 
tionality for collaboratively creating an agenda for the meet 
ing. The agenda may include one or more meeting items, and 
meeting participants may be permitted to create agenda items, 
edit agenda items, and delete agenda items. A presenter may 
also be assigned for each agenda item and the agenda items 
may also be placed in a desired order. Documents or other 
types of attachments may also be added to the agenda items. 
Once the agenda has been created, it may be synchronized to 
a shared Workspace, thereby making it available to all of the 
meeting participants for vieWing and modi?cation. 
[0008] According to other aspects, the collaboration pro 
gram also provides a user interface and associated function 
ality for managing activities that occur during a meeting. For 
instance, in one implementation, the collaboration program 
provides functionality for alloWing meeting participants to 
take notes related to the meeting. Functionality may also be 
provided for adding an agenda for the meeting to the meeting 
notes. Once the notes have been created, they may also be 
stored in the shared Workspace for access and use by other 
authorized users of the collaboration program. 

[0009] According to other aspects, the collaboration pro 
gram also provides a user interface and associated function 
ality for managing activities that occur folloWing a meeting. 
For instance, in one embodiment the collaboration program 
provides functionality for creating a summary that includes 
information that summarizes the meeting. The meeting 
agenda and notes created by any of the meeting participants 
may be added to the summary. Once the summary has been 
created, it may be stored in the shared Workspace for access 
and use by the meeting participants and other authorized 
users of the collaboration program that did not participate in 
the meeting. The summary may also be transmitted to other 
users, including users Who are not members of the Workspace 
or Who did not participate in the meeting, via e-mail or 
another communication mechanism. 

[0010] It should be appreciated that the above-described 
subject matter may also be implemented as a computer-con 
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trolled apparatus, a computer process, a computing system, or 
as an article of manufacture such as a computer-readable 
medium. These and various other features Will be apparent 
from a reading of the following Detailed Description and a 
revieW of the associated draWings. 
[0011] This Summary is provided to introduce a selection 
of concepts in a simpli?ed form that are further described 
beloW in the Detailed Description. This Summary is not 
intended to identify key features or essential features of the 
claimed subject matter, nor is it intended that this Summary 
be used to limit the scope of the claimed subject matter. 
Furthermore, the claimed subject matter is not limited to 
implementations that solve any or all disadvantages noted in 
any part of this disclosure. 

BRIEF DESCRIPTION OF THE DRAWINGS 

[0012] FIG. 1 is a netWork diagram shoWing aspects of an 
illustrative operating environment and several softWare com 
ponents provided by the embodiments presented herein; 
[0013] FIG. 2 is a softWare architecture diagram shoWing 
aspects of a shared Workspace utiliZed in embodiments pre 
sented herein; 
[0014] FIG. 3 is a How diagram shoWing an illustrative 
routine for the collaborative management of pre-meeting 
activities according to one embodiment presented herein; 
[0015] FIGS. 4A-4B are user interface diagrams shoWing 
several illustrative user interfaces provided herein in embodi 
ments for collaboratively creating and managing a meeting 
agenda; 
[0016] FIG. 5 is a How diagram shoWing an illustrative 
routine provided herein in one embodiment for the collabo 
rative management of meeting notes; 
[0017] FIGS. 6A-6B are user interface diagrams shoWing 
several illustrative user interfaces provided herein in embodi 
ments for collaboratively creating and managing meeting 
notes; 
[0018] FIG. 7 is a How diagram shoWing an illustrative 
routine provided herein in one embodiment for the collabo 
rative management of post-meeting activities; 
[0019] FIGS. 8A-8B are user interface diagrams shoWing 
several user interfaces for collaboratively creating and man 
aging meeting summaries in one embodiment presented 
herein; and 
[0020] FIG. 9 is a computer architecture diagram shoWing 
an illustrative computer hardWare and softWare architecture 
for a computing system capable of implementing aspects of 
the embodiments presented herein. 

DETAILED DESCRIPTION 

[0021] Technologies are described herein for collaborative 
management of activities occurring during the lifecycle of a 
meeting. While the subject matter described herein is pre 
sented in the general context of program modules that execute 
in conjunction With the execution of an operating system and 
application programs on a computer system, those skilled in 
the art Will recogniZe that other implementations may be 
performed in combination With other types of program mod 
ules. Generally, program modules include routines, pro 
grams, components, data structures, and other types of struc 
tures that perform particular tasks or implement particular 
abstract data types. Moreover, those skilled in the art Will 
appreciate that the subject matter described herein may be 
practiced With other computer system con?gurations, includ 
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ing hand-held devices, multiprocessor systems, microproces 
sor-based or programmable consumer electronics, minicom 
puters, mainframe computers, and the like. 
[0022] In the folloWing detailed description, references are 
made to the accompanying draWings that form a part hereof, 
and Which are shoWn by Way of illustration speci?c embodi 
ments or examples. Referring noW to the draWings, in Which 
like numerals represent like elements through the several 
?gures, aspects of technologies for collaborative manage 
ment of activities occurring during the lifecycle of a meeting 
Will be described. 
[0023] Turning noW to FIG. 1, details Will be provided 
regarding an illustrative operating environment and several 
softWare components provided by the embodiments pre 
sented herein. In particular, FIG. 1 shoWs aspects of a system 
100 for facilitating collaboration and communication among 
members of small groups. The system 100 illustrated in FIG. 
1 includes several computers 102A-102D that are connected 
to one another via a netWork 108. In particular, each of the 
computers 102A-102D may communicate With one another 
directly through the connections 110A-110F. It should be 
appreciated that although the computers 102A-102D are 
described herein as being standard desktop computer sys 
tems, other types of computer devices may be utiliZed. For 
instance, communication appliances and other types of com 
munication devices, including handheld and Wireless devices 
may be utiliZed. Similarly, although the netWork 108 is 
described herein as being the Internet, virtually any other type 
of local area netWork, Wide area netWork, or Wireless netWork 
may be utiliZed to facilitate the communication described 
herein. 

[0024] As also illustrated in FIG. 1, each of the computers 
102A-102D is con?gured to execute a collaboration program 
104. The collaboration program 104 is an executable com 
puter program designed to facilitate collaboration and com 
munication among members of small groups. Through the 
use of the collaboration program 104, a shared Workspace 106 
can be created. As Will be described in greater detail beloW, 
the shared Workspace 106 may be utiliZed to store documents, 
content, and other information and to share this information 
among users of the computers 102A-102D. For instance, a 
user of the computer 102A may create the shared Workspace 
106 through the collaboration program 104. The user of com 
puter 102A may then invite users of the computers 102B 
102D to join the shared Workspace 106. Each user that 
responds to an invitation to become an active member of the 
shared Workspace 106 is sent a copy of the Workspace 106 that 
is installed onto their respective computers 102B-102D. 
[0025] According to embodiments, all of the data that is 
transmitted betWeen the computers 102A-102D to synchro 
niZe the contents of the shared Workspace is encrypted. The 
shared Workspace 106 may also be encrypted on the mass 
storage device of the computers 102A-102D. It should be 
appreciated that by storing a local copy of the shared Work 
space on each of the computers 102A-102D, users of the 
computers 102A-102D are never disconnected from the 
shared data. For instance, in one embodiment one of the 
computers 102A-102D may comprise a portable computer 
system. In this embodiment, if the portable computer system 
is taken o?line from the netWork 108, the shared Workspace 
106 Will remain on the portable computer system for access 
by the user. Any modi?cations to the shared Workspace 106 
While the portable computer system is of?ine Will be synchro 
niZed to the other computers When the portable computer is 



US 2009/0222741 A1 

returned to the online state. In this manner, the collaboration 
program 104 ensures that the shared Workspace 106 stored in 
each of the computers 102A-102D are continually synchro 
nized so that each member of the shared Workspace 106 has 
access to the same data as the other members. 

[0026] According to embodiments, the changed data in a 
shared Workspace 106 is transmitted to the other computers 
by transmitting only the changes to the shared Workspace 
106. One methodology for transmitting only the changes to a 
shared Workspace is described in US. Patent Publication No. 
US2007/0255787 entitled “Method and Apparatus for Main 
taining Consistency of the Shared Space Across Multiple 
Endpoints in a Peer-to-Peer Collaborative Computer Sys 
tem”, Which Was ?led on Jun. 22, 2007, is assigned to the 
assignee of the instant patent application, and Which is 
expressly incorporated herein by reference in its entirety. 
[0027] As discussed brie?y above, When any one member 
of a shared Workspace 106 makes a change to the shared 
Workspace 106, that change is sent to all of the other mem 
bers. If a member is o?iine and not connected to the netWork 
108 at the time the change is made, the change is queued and 
synchronized to other Workspace members. When the of?ine 
member comes back online, that user’s copy of the shared 
Workspace 106 is updated. It should be appreciated that 
although the topology illustrated in FIG. 1 is a peer-to-peer 
topology, other embodiments may be utilized that include a 
server computer that assists in the synchronization of the 
shared Workspace 106 betWeen the computers 102A-102D. It 
should also be appreciated that While in one implementation 
the collaboration program 104 comprises the GROOVE col 
laboration program from MICROSOFT CORPORATION of 
Redmond, Wash., other collaboration programs from other 
vendors may be utilized to implement the concepts and tech 
nologies presented herein. 
[0028] As Will be described in greater detail beloW, the 
collaboration program 104 also includes functionality for 
enabling geographically distributed individuals and/or cross 
organizational individuals the ability to participate in the full 
lifecycle of a meeting. In this regard, the collaboration pro 
gram 104 provides capabilities for meeting setup, scheduling 
and preparation, collaboration, creation, distribution, and 
organization of an agenda for a meeting, capabilities for inter 
facing real-time desktop sharing tools during a meeting, 
alloWing the multi-participant creation of meeting notes, and 
functionality for creating a meeting summary and distributing 
the summary to others. Additional details regarding this func 
tionality Will be provided beloW With respect to FIGS. 2-9. 
[0029] Referring noW to FIG. 2, additional details regard 
ing the shared Workspace 106 Will be described. As men 
tioned brie?y above, the shared Workspace 106 is a local or 
distributed storage location for storing documents 202 and 
other content 204 . As used herein, the term document refers to 
?les associated With textual and/ or graphics data, such as 
Word processing documents, spreadsheet documents, and the 
like. Content refers to any form of data that can be a part of a 
shared Workspace 106, including audio data, video data, 
images, graphics, and so on. It should be understood that the 
terms content and document may be used interchangeably 
herein, and that any type of data may be stored Within the 
shared Workspace 106 and synchronized among the members 
of the shared Workspace 106. 
[0030] As also discussed brie?y above, the collaboration 
program 104 includes functionality for scheduling and hold 
ing meetings. In this regard, the collaboration program 104 
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includes calendaring functionality for scheduling meetings 
With other users of the collaboration program 104. This cal 
endaring functionality may be utilized to schedule a meeting 
at a time When the requested meeting participants are avail 
able for such a meeting. When a meeting is created Within the 
collaboration program 104, a meeting entry 206 is created 
Within the shared Workspace 106. As shoWn in FIG. 2, the 
meeting entry 206 may include a meeting agenda 208, meet 
ing notes 210, and one or more meeting summaries 212. As 
Will be discussed in greater detail beloW, the meeting agenda 
208 includes a number of agenda items identifying the speak 
ers and other information about the format of the meeting. 
The meeting notes 210 include text and other information, 
such as meeting minutes, that relate to the meeting. The 
meeting summary 212 includes a summary of the meeting 
and is typically generated folloWing the meeting. 
[0031] As Will be described in greater detail beloW, When a 
meeting entry 206 is created by the collaboration program 
104, the meeting entry 206 is synchronized to each of the 
members of the shared Workspace 106. The other members of 
the shared Workspace 106 may then utilize the collaboration 
program 104 to modify the meeting agenda 208, the meeting 
notes 210, or the meeting summary 212. These subsequent 
changes are then synchronized to the other members of the 
shared Workspace 106. Additional details regarding the func 
tionality provided by the collaboration program 104 for cre 
ating and managing the meeting agenda 208, the meeting 
notes 210, and the meeting summary 212 are provided beloW 
With respect to FIGS. 3-9. 

[0032] Referring noW to FIG. 3, additional details Will be 
provided regarding the embodiments presented herein for 
collaborative management of activities occurring during the 
lifecycle of a meeting. In particular, FIG. 3 is a ?oW diagram 
shoWing an illustrative routine for the collaborative manage 
ment of pre-meeting activities according to one embodiment 
presented herein. It should be appreciated that the logical 
operations described herein are implemented (1) as a 
sequence of computer implemented acts or program modules 
running on a computing system and/or (2) as interconnected 
machine logic circuits or circuit modules Within the comput 
ing system. The implementation is a matter of choice depen 
dent on the performance and other requirements of the com 
puting system. Accordingly, the logical operations described 
herein are referred to variously as states, operations, struc 
tural devices, acts, or modules. These operations, structural 
devices, acts, and modules may be implemented in softWare, 
in ?rmware, in special purpose digital logic, and any combi 
nation thereof. It should also be appreciated that more or 
feWer operations may be performed than shoWn in the FIG 
URES and described herein. These operations may also be 
performed in a different order than those described herein. 

[0033] The routine 300 begins at operation 302, Where the 
collaboration program 104 is utilized to schedule a meeting. 
As discussed above, the collaboration program 104 provides 
shared calendaring functionality for scheduling a meeting 
among members of the shared Workspace 106. Any member 
of the shared Workspace 106 can create a meeting in the 
calendar provided by the collaboration program 104. In this 
regard, a user may be presented With a user interface form 
alloWing entry of the meeting subject, location, date, and 
time, including time zone information. The user may also be 
permitted to indicate that the meeting reoccurs on a speci?ed 
schedule. In one embodiment, the collaboration program 104 
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operates in conjunction With a personal information manager 
program to provide the calendaring functionality described 
above. 

[0034] Once the collaboration program 104 has been uti 
liZed to create a meeting, all members of the shared Work 
space 106 may be permitted to contribute to the multiple 
phases of the meeting Whether they are online or o?lline. 
Details regarding participation by members of the shared 
Workspace 106 in pre-meeting activities are described With 
respect to FIG. 3. Activities performed during a meeting are 
described beloW With respect to FIG. 5, and activities occur 
ring folloWing a meeting are described beloW With respect to 
FIG. 7. It should be appreciated that users may contribute 
meeting data prior to the meeting, during a meeting, and after 
a meeting both synchronously and asynchronously, and such 
data is synchroniZed to other members of the shared Work 
space 106. 

[0035] Once a meeting has been scheduled, the routine 300 
continues from operation 302 to operation 304, Where the 
meeting entry 206 is created. Once the meeting entry 206 has 
been created, the routine 300 continues from operation 304 to 
operation 306, Where the collaboration program 104 synchro 
niZes the meeting entry 206 to the other members of the 
shared Workspace 106. It should be appreciated that any 
member of the shared Workspace 106 may modify the meet 
ing entry 206. 
[0036] From operation 306, the routine 300 continues to 
operation 308 Where a user may utiliZe the collaboration 
program 104 to create a meeting agenda 208. As discussed 
brie?y above, a meeting agenda provides a schedule for the 
meeting and may include one or more meeting items that 
identify a presenter, a topic to be presented, and any associ 
ated details. Supporting data in the form of ?le attachments 
may also be attached to agenda items. Members of the shared 
Workspace 106 can vieW and modify the agenda items created 
by other members and reorder the agenda items to ?t into the 
desired How of the meeting. An illustrative user interface for 
creating the meeting agenda 208 and the agenda items is 
discussed beloW With reference to FIGS. 4A-4B. 

[0037] Once the meeting agenda 208 has been created, the 
meeting agenda 208 is synchroniZed to the other members of 
the shared Workspace 106 at operation 310. The routine 300 
then continues to operation 312 Where a determination is 
made as to Whether any changes have been made to the 
meeting agenda 208. If changes have been made to the meet 
ing agenda 208, these changes are synchronized to other 
members of the shared Workspace 106 at operation 310. As 
discussed above, if any members of the shared Workspace 106 
are of?ine, changes to the meeting agenda 208 Will be syn 
chroniZed When they return to an online state. It should be 
appreciated that changes may also be made to the meeting 
entry 206 and synchroniZed to the other members of the 
Workspace. For instance, the subject, location, description, 
start date, end date, and recurrence information contained in 
the meeting entry 206 may be modi?ed and synchroniZed to 
members of the shared Workspace 106. 
[0038] Turning noW to FIG. 4A, an illustrative user inter 
face 400 provided by the collaboration program 104 for cre 
ating a meeting agenda 208 Will be described. As shoWn in 
FIG. 4A, the user interface 400 includes an agenda items pane 
402 and an agenda item detail pane 406. The agenda items 
pane 402 shoWs a number of agenda items 404A-404C. For 
each of the agenda items 404A-404C, a meeting topic, the 
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duration that the presenter Will spend on the topic, and the 
name of the presenter are identi?ed. 

[0039] The user interface button 408A may be utiliZed to 
create a neW agenda item 404. Additional details regarding 
the creation of a neW agenda item Will be provided beloW With 
respect to FIG. 4B. The user interface control 408B may be 
used to edit one of the agenda items 404A-404C, the user 
interface control 408C may be used to delete one of the 
agenda items 404A-404C, and the user interface controls 
408D-408E may be utiliZed to modify the order of the agenda 
items 404A-404C. The user interface control 408F may be 
utiliZed to mark the agenda items 404A-404C as having been 
read or unread. 

[0040] The agenda item detail pane 406 shoWs the details 
for a selected one of the agenda items 404A-404C. In the 
example shoWn in FIG. 4A, the agenda item 404A has been 
selected thereby, shoWing details of this agenda item in the 
agenda item detail pane 406. For instance, in the example 
shoWn in FIG. 4A, the agenda item detail pane 406 shoWs that 
the presenter is named Jim Smith, the details of the meeting, 
and any attachments that have been added to the agenda item 
404A. As discussed above, documents and other types of 
content may be added to an agenda item 404. Selection of 
another one of the agenda items 404A-404C Will cause the 
details for the selected agenda item to be displayed in the 
agenda item detail pane 406. It should be appreciated that the 
user interface shoWn in FIG. 4A is merely illustrative and that 
other types of user interfaces, user interfaces controls, and 
information regarding a meeting agenda 208 and agenda 
items may be displayed. 
[0041] Referring noW to FIG. 4B, an illustrative user inter 
face 450 presented by the collaboration program 104 in 
response to the selection of the user interface control 408A 
shoWn in FIG. 4A Will be described. As discussed brie?y 
above, selection of the user interface control 408A Will cause 
the user interface 450 to be displayed for creating a neW 
agenda item 404. The user interface 450 shoWn in FIG. 4B 
includes the ?elds 410A-410E. The ?eld 410A may be utiliZe 
to specify a topic for the neW agenda item, the ?eld 410B may 
be utiliZed to specify the presenter for the neW agenda item, 
and the ?eld 410C may be utiliZed to specify the number of 
minutes that have been allocated to the neW agenda item. The 
?eld 410D may be utiliZed to specify details of the agenda 
item. The ?eld 410E is utiliZed to identify attachments that 
have been added to the neW agenda item. When a user has 
completed creation of the neW agenda item, the user interface 
button 408G may be utiliZed to save the neW agenda item. 
Alternately, the user interface button 408H may be utiliZed to 
cancel the creation of the neW agenda item. The user interface 
control 4081 may be utiliZed to add an attachment to the neW 
agenda item. 
[0042] Turning noW to FIG. 5, an illustrative routine 500 
Will be described illustrating aspects of the collaboration 
program 104 for collaboratively managing activities occur 
ring during a meeting. As discussed above, the collaboration 
program 104 may operate in conjunction With an online meet 
ing application to provide real-time desktop sharing among 
the computers 102A-102D during a meeting. Additional 
functionality that may be provided by the collaboration pro 
gram 104 during a meeting includes functionality for collabo 
ratively creating meeting notes 210. The routine 500 illus 
trates one process provided herein for collaboratively 
creating the meeting notes 210 and synchronizing the meet 
ing notes among the meeting participants. 
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[0043] The routine 500 begins at operation 502, Where one 
of the members of the shared Workspace creates the meeting 
notes 210. It should be appreciated that any or all of the 
members of the shared Workspace 106 may create their oWn 
meeting notes, Which are then synchronized to the other 
members of the shared Workspace 106. Once the meeting 
notes have been created, the routine 500 continues to opera 
tion 504 Where the meeting notes 210 are synchronized to 
other members of the shared Workspace 106. 

[0044] From operation 504, the routine 500 continues to 
operation 506, Where the collaboration program 104 deter 
mines Whether there have been any changes to the meeting 
notes 210. If the meeting notes have been changed, the routine 
500 returns to operation 504 Where the updated meeting notes 
210 are synchronized to the shared Workspace 106 of all of the 
meeting participants. In this manner, any changes to the meet 
ing notes by one of the members of the shared Workspace are 
synchronized to the other members. An illustrative user inter 
face Will be described beloW With reference to FIGS. 6A-6B 
for creating meeting notes in one embodiment presented 
herein. 

[0045] Referring noW to FIG. 6A, an illustrative user inter 
face 600 provided by the collaboration program 104 for the 
creating meeting notes 210 Will be described. As shoWn in 
FIG. 6A, the illustrative user interface 600 includes a meeting 
notes pane 602. The meeting notes pane 602 identi?es one or 
more meeting notes items 604A-604B created by the various 
members of the shared Workspace 106. The user interface 600 
also includes a meeting notes detail pane 606 Which shoWs the 
details of a selected one of the meeting notes items 604A 
604B. In the example shoWn in FIG. 6A, the meeting notes 
item 604B has been selected, thereby displaying its details in 
the meeting notes detail pane 606. 

[0046] The user interface 600 also includes a user interface 
button 608A for creating neW meeting notes, a user interface 
608B for editing an existing set of meeting notes, and a user 
interface button 608C for deleting one of the meeting notes. 
Additional details regarding the creation of neW meeting 
notes Will be described beloW With reference to FIG. 6B. 

[0047] Turning noW to FIG. 6B, an illustrative user inter 
face 650 provided by the collaboration program 104 Will be 
described for creating neW meeting notes. As discussed above 
With reference to FIG. 6A, the user interface 650 is displayed 
by the collaboration program 104 in response to the selection 
of the user interface button 608A. As illustrated in FIG. 6B, 
the user interface 650 includes the ?elds 652A-652B. The 
?eld 652A is utilized to specify a title for the meeting notes. 
The ?eld 652B is utilized to input the actual meeting notes. 

[0048] It should be appreciated that, according to embodi 
ments, an option may be provided for alloWing a user to vieW 
the meeting agenda 208 While taking meeting notes. In this 
manner, a user can reference the agenda as the meeting pro 
ceeds and While taking meeting notes. An option may also be 
provided for attaching the meeting agenda 208 to the neWly 
created meeting notes 210. In the example shoWn in FIG. 6B, 
the meeting agenda 208 has been added to the neW meeting 
notes. It should be appreciated that the user interface 650 
shoWn in FIG. 6B may be utilized by a member of the shared 
Workspace 106 to create notes for a meeting during the actual 
meeting itself. The meeting notes 210 are then synchronized 
to the other members of the shared Workspace 106. If the user 
Would like to save the meeting notes, they may select the user 
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interface control 654A. If the user desires to cancel the cre 
ation of the neW meeting notes, the user may select the user 
interface control 654B. 
[0049] Turning noW to FIG. 7, an illustrative routine 700 
Will be described illustrating aspects of the collaboration 
program 104 for managing post-meeting activities. In par 
ticular, according to one implementation, the collaboration 
program 104 is operative to provide a user interface and 
associated functionality for creating a meeting summary 212. 
As discussed brie?y above, the meeting 212 provides infor 
mation summarizing a meeting and may include the meeting 
agenda 208 and any meeting notes 210 taken by the meeting 
participants. 
[0050] The routine 700 begins at operation 702, Where a 
user utilizes the collaboration program 104 to create the meet 
ing summary 212. An illustrative user interface Will be pro 
vided beloW With respect to FIGS. 8A-8B for creating the 
meeting summary 212. Once the meeting summary 212 has 
been created, the routine 700 continues to operation 704 
Where the meeting summary 212 is stored in the shared Work 
space 106. The shared Workspace 106 is also synchronized to 
the members of the shared Workspace 106 at operation 704. 
[0051] From operation 704, the routine 700 continues to 
operation 706, Where the collaboration program 104 deter 
mines Whether any changes have been made to the meeting 
summary 212. If changes are detected, the routine 700 returns 
to operation 704 Where the updated meeting summary is 
synchronized to the shared Workspace 106 of each of the 
members of the shared Workspace 106. It should be appreci 
ated that, according to embodiments, the collaboration pro 
gram 104 also provides functionality for transmitting the 
meeting summary 212 to individuals that are not members of 
the shared Workspace 106. For instance, in one implementa 
tion, the collaboration program 104 includes functionality for 
sending the meeting summary 212 to any user via an elec 
tronic mail message. Other methods of communicating the 
meeting summary 212 to individuals that are not members of 
the shared Workspace may also be utilized. 
[0052] Referring noW to FIG. 8A, an illustrative user inter 
face 800 provided by the collaboration program 104 for cre 
ating a meeting summary 212 Will be described. As shoWn in 
FIG. 8A, the user interface 800 includes a meeting summary 
pane 802. The meeting summary pane 802 includes one or 
more meeting summary items 804 that identify the summa 
ries created by the various members of the shared Workspace 
106. The user interface 800 also shoWs the meeting summary 
212. As shoWn in FIG. 8A, the meeting summary 212 iden 
ti?es the title of the meeting, the date of the meeting, the 
location of the meeting, and the meeting organizer. Other data 
regarding the meeting may also be included in the meeting 
summary 212. 
[0053] According to implementations, options may be pro 
vided to a user to include the meeting agenda 208 in the 
meeting summary 212. An option may also be provided to 
include the meeting notes 210 prepared by one or more of the 
meeting participants in the meeting summary 212. Additional 
details regarding user interfaces for providing this function 
ality Will be described beloW With respect to FIG. 8B. 
[0054] As also shoWn in FIG. 8A, the user interface 800 
also includes the user interface buttons 806A-806E. The user 
interface control 806A may be selected to create a neW meet 
ing summary 212, the user interface control 806B may be 
utilized to edit an existing meeting summary 212, and the user 
interface control 806C may be utilized to delete an existing 
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meeting summary 212. The user interface button 806D pro 
vides functionality for sending the meeting summary 212 to a 
user that is not a member of the shared Workspace 106 in the 
manner described above. The user interface button 806E may 
be used to mark a meeting summary as having been read or 
unread. 
[0055] Referring noW to FIG. 8B, an illustrative user inter 
face 850 provided by the collaboration program 104 Will be 
described. The user interface 850 is displayed folloWing the 
selection of the user interface control 806A shoWn in FIG. 8A 
and described above. In response to such a selection, the user 
interface 850 is displayed. The user interface 850 includes 
user interface controls 854A-854G and a ?eld 852. The ?eld 
852 may be utiliZed to specify a title for the meeting summary 
212. When selected, the user interface control 854A Will 
cause the meeting agenda 208 to be included in the meeting 
summary 212. The user interface controls 854B-854C may be 
selected to cause either agenda highlights or a detailed 
agenda, respectively, to be placed Within the meeting sum 
mary 212. 
[0056] According to implementations, the meeting notes 
210 may also be included in the meeting summary 212 
through a selection of the user interface control 854D. Once 
selected, the user interface controls 854E-854G may also be 
selected to cause meeting notes 210 prepared by various 
meeting participants to be included in the meeting summary 
212. 
[0057] Once a user has completed the contents of the user 
interface 850, the collaboration program 104 is con?gured to 
generate the meeting summary 212 based on the speci?ed 
options. If a user has requested that the meeting summary 212 
be transmitted to an individual that is not a member of the 
shared Workspace 106, the collaboration program 104 Will 
cause this to occur. The meeting summary 212 is also stored 
in the shared Workspace 106 and synchronized to the other 
members of the shared Workspace. 
[0058] It should be appreciated that, according to embodi 
ments, the collaboration program 104 alloWs any member of 
the shared Workspace 106 to create and make modi?cations to 
any meeting agenda 208, meeting notes 210, or meeting sum 
mary 212.Any changes to these items are synchronized by the 
collaboration program 104 to all members of the shared Work 
space 106. A permission model may also be provided in 
embodiments that alloWs a manager of the shared Workspace 
1 06 to control the manner in Which the members of the shared 
Workspace 106 are alloWed to create, modify, and delete the 
meeting agenda 208, the meeting notes 210, and the meeting 
summary 212. For instance, a manager may specify that 
members of the shared Workspace 106 be alloWed only to 
modify items that they created, or may specify that members 
of the shared Workspace 106 be permitted to modify any of 
the items described herein. This permission model may be 
applied to any data that can be created and stored in the shared 
Workspace 106, such as the meeting entry 206. 
[0059] FIG. 9 shoWs an illustrative computer architecture 
for a computer 102 capable of executing the softWare com 
ponents described herein for collaborative management of 
activities occurring during the lifecycle of a meeting in the 
manner presented above. The computer architecture shoWn in 
FIG. 9 illustrates a conventional desktop, laptop, or server 
computer and may be utiliZed to execute any aspects of the 
softWare components presented herein described as execut 
ing on the computers 102A-102D shoWn in FIG. 1 and 
described above. 
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[0060] The computer architecture shoWn in FIG. 9 includes 
a central processing unit 902 (“CPU”), a system memory 908, 
including a random access memory 914 (“RAM”) and a read 
only memory (“ROM”) 916, and a system bus 904 that 
couples the memory to the CPU 902. A basic input/output 
system containing the basic routines that help to transfer 
information betWeen elements Within the computer 102, such 
as during startup, is stored in the ROM 916. The computer 102 
further includes a mass storage device 910 for storing an 
operating system 918, application programs, and other pro 
gram modules, Which are described in greater detail herein. 
[0061] The mass storage device 910 is connected to the 
CPU 902 through a mass storage controller (not shoWn) con 
nected to the bus 904. The mass storage device 910 and its 
associated computer-readable media provide non-volatile 
storage for the computer 102. Although the description of 
computer-readable media contained herein refers to a mass 
storage device, such as a hard disk or CD-ROM drive, it 
should be appreciated by those skilled in the art that com 
puter-readable media can be any available computer storage 
media that can be accessed by the computer 102. 

[0062] By Way of example, and not limitation, computer 
readable media may include volatile and non-volatile, remov 
able and non-removable media implemented in any method 
or technology for storage of information such as computer 
readable instructions, data structures, program modules or 
other data. For example, computer-readable media includes, 
but is not limited to, RAM, ROM, EPROM, EEPROM, ?ash 
memory or other solid state memory technology, CD-ROM, 
digital versatile disks (“DVD”), HD-DVD, BLU-RAY, or 
other optical storage, magnetic cassettes, magnetic tape, 
magnetic disk storage or other magnetic storage devices, or 
any other medium Which can be used to store the desired 
information and Which can be accessed by the computer 102. 

[0063] According to various embodiments, the computer 
102 may operate in a netWorked environment using logical 
connections to remote computers through a netWork such as 
the netWork 108. The computer 102 may connect to the net 
Work 108 through a netWork interface unit 906 connected to 
the bus 904. It should be appreciated that the netWork inter 
face unit 906 may also be utiliZed to connect to other types of 
netWorks and remote computer systems. The computer 102 
may also include an input/output controller 912 for receiving 
and processing input from a number of other devices, includ 
ing a keyboard, mouse, or electronic stylus (not shoWn in FIG. 
9). Similarly, an input/output controller may provide output 
to a display screen, a printer, or other type of output device 
(also not shoWn in FIG. 9). 
[0064] As mentioned brie?y above, a number of program 
modules and data ?les may be stored in the mass storage 
device 910 and RAM 914 of the computer 102, including an 
operating system 918 suitable for controlling the operation of 
a netWorked desktop, laptop, or server computer. The mass 
storage device 910 and RAM 914 may also store one or more 
program modules. In particular, the mass storage device 910 
and the RAM 914 may store the collaboration program 104, 
the shared Workspace 106, the online meeting application 
920, and the personal information manager 922. As discussed 
brie?y above, the collaboration program 104 may utiliZe fea 
tures of the online meeting application 920 to enable real 
time desktop sharing and may integrate With calendaring 
features provided by the personal information manager 922. 
Details regarding other aspects of the operation of the col 
laboration program 104 and the shared Workspace 106 Were 
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described in detail above With respect to FIGS. 1-8B. The 
mass storage device 910 and the RAM 914 may also store 
other types of program modules. 
[0065] Based on the foregoing, it shouldbe appreciated that 
technologies for collaborative management of activities 
occurring during the lifecycle of a meeting are provided 
herein. Although the subject matter presented herein has been 
described in language speci?c to computer structural fea 
tures, methodological acts, and computer readable media, it is 
to be understood that the invention de?ned in the appended 
claims is not necessarily limited to the speci?c features, acts, 
or media described herein. Rather, the speci?c features, acts 
and mediums are disclosed as example forms of implement 
ing the claims. 
[0066] The subject matter described above is provided by 
Way of illustration only and should not be construed as lim 
iting. Various modi?cations and changes may be made to the 
subject matter described herein Without folloWing the 
example embodiments and applications illustrated and 
described, and Without departing from the true spirit and 
scope of the present invention, Which is set forth in the fol 
loWing claims. 
What is claimed is: 
1. A method for collaboratively managing one or more 

activities occurring during a lifecycle of a meeting, the 
method comprising: 

providing a ?rst user interface through Which a plurality of 
meeting participants can collaboratively generate an 
agenda for a meeting; and 

storing the agenda in a shared Workspace accessible to each 
of the plurality of meeting participants. 

2. The method of claim 1, Wherein the agenda comprises 
one or more agenda items, and Wherein the ?rst user interface 
is con?gured to alloW the meeting participants to create the 
agenda items, to edit the agenda items, and to delete the 
agenda items. 

3. The method of claim 2, Wherein the ?rst user interface is 
further con?gured to alloW the meeting participants to add 
one or more attachments to the agenda items. 

4. The method of claim 2, further comprising: 
providing a second user interface through Which the plu 

rality of meeting participants can create notes related to 
the meeting; and 

storing the notes in the shared Workspace. 
5. The method of claim 4, Wherein the second user interface 

is con?gured to alloW the agenda to be added to the notes. 
6. The method of claim 4, further comprising: 
providing a third user interface through Which the plurality 

of meeting participants can generate a summary of the 
meeting; and 

storing the summary of the meeting in the shared Work 
space. 

7. The method of claim 6, Wherein the third user interface 
is con?gured to alloW the agenda and the notes to be added to 
the summary of the meeting. 

8. A computer storage medium having computer-readable 
instructions stored thereon Which, When executed by a com 
puter, cause the computer to: 

provide a ?rst user interface through Which a plurality of 
meeting participants can collaboratively generate an 
agenda for a meeting; 

provide a second user interface through Which the plurality 
of meeting participants can create notes related to the 
meeting; and to 
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provide a third user interface through Which the plurality of 
meeting participants can generate a summary of the 
meeting. 

9. The computer storage medium of claim 8, Wherein the 
?rst user interface, the second user interface, and the third 
user interface are provided by a collaboration program, and 
Wherein the collaboration program is con?gured to synchro 
nize the agenda, notes, and summary to a shared Workspace 
accessible to each of the plurality of meeting participants. 

10. The computer storage medium of claim 9, Wherein the 
agenda comprises one or more agenda items, and Wherein the 
?rst user interface is con?gured to alloW the plurality of 
meeting participants to create the agenda items, to edit the 
agenda items, and to delete the agenda items. 

11. The computer storage medium of claim 10, Wherein the 
?rst user interface is further con?gured to alloW the plurality 
of meeting participants to add one or more attachments to the 
agenda items. 

12. The computer storage medium of claim 11, Wherein the 
second user interface is con?gured to alloW the agenda to be 
added to the notes. 

13. The computer storage medium of claim 12, Wherein the 
third user interface is con?gured to alloW the agenda and the 
notes to be added to the summary. 

14. The computer storage medium of claim 13, Wherein the 
collaboration program is con?gured to receive one or more 
changes to the agenda, the notes, and the summary from the 
plurality of meeting participants and, in response thereto, to 
synchronize the one or more changes to the shared Work 
space. 

15. A method for collaboratively managing one or more 
activities occurring during a lifecycle of a meeting, the 
method comprising: 

providing a ?rst user interface for de?ning an agenda for a 
meeting; 

receiving user input de?ning the agenda via the ?rst user 
interface; 

storing the agenda in a shared Workspace; and 
synchronizing the shared Workspace to one or more net 
Worked computers. 

16. The method of claim 15, further comprising receiving 
changes to the agenda and, in response thereto, synchronizing 
the changes to the agenda to the shared Workspace. 

17. The method of claim 16, further comprising: 
providing a second user interface for creating notes for the 

meeting; 
storing the notes in the shared Workspace; and 
synchronizing the shared Workspace to the one or more 

netWorked computers. 
18. The method of claim 17, further comprising receiving 

changes to the notes and, in response thereto, synchronizing 
the changes to the notes to the shared Workspace. 

19. The method of claim 18, further comprising: 
providing a third user interface for creating a summary of 

the meeting; 
storing the summary in the shared Workspace; and 
synchronizing the shared Workspace to the one or more 

netWorked computers. 
20. The method of claim 19, further comprising receiving 

changes to the summary and, in response thereto, synchro 
nizing the changes to the summary to the shared Workspace. 

* * * * * 


